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Agenda

Hire above memo and when to use it

New hire packet /checklist

DEPTD, ADDR  and ATTR DOCUMENTS

Game and Quiz

Questions



You have chosen 
your candidate 

and you are 
ready to offer the 

job!

Once you have made your 
decision of whom you want to hire, 

you will need to complete the 
proper steps to obtain approval.    

 First, you will want to decide what salary 
you are wanting to offer.  If you are 
offering the standard salary, you will not 
need to obtain further approval as you 
received approval to post and hire 
before you posted the position.  

 If you are hiring above the minimum of 
the paygrade, you will need to obtain 
approval from your Central Office and 
the Cabinet Secretary’s Office before you 
can make the offer.  



Example of Hire Above 
Minimum Memo

You will  need to make sure the following information is 
indicated on the letter:

 First, the letter must be on your Agency letterhead.

 Be sure to add the employee's name, the job title 
and the salary you are requesting.  

 Next, in the body of the letter, you need to justify why 
you are requesting to hire above the minimum.

(Please make sure you include details explaining the 

additional experience the employee has achieved to justify 

the request.)



Sending the request to your Central Office

Once you have completed the Hire Above Memo, you are ready to 
send it through your Central Office approval chain  (example: Marvin 

Plumley, Lance Yardley, Lori Lynch, GE McCabe etc.)

Once it is sent to your Central Office, they will either approve it and 
forward it to the Cabinet Secretary’s Office for approval, or they will 

let you know it is not approved.  



Once you have approval for above 
the minimum:  

You are now ready to complete your offer letter. 
 Must be on letterhead.

 Must be signed by the employee accepting or declining 
the offer.

 If the employee is being paid hourly, you MUST have 
only the hourly amount on the letter, and it should be 
listed with the 4 numbers after the decimal point.  

 If the employee is a salaried employee, you MUST have 
only the annual salary on the letter.



You are now ready to 
send your packet 
and will want to 

review your 
information for 

accuracy. 

The packet should consist of the following information:
 The Temporary Agreement (only if hiring in as a temp).

 A copy of the Social Security Card and Driver’s License (make sure it is 
signed and copied legibly). 

 An up-to-date DOP Application (make sure all PII is redacted such as 
Social Security number and date of birth).

 The Job Posting (along with the Cabinet Approval to post and hire,  
the only exception is a temp).

 The complete Register, must be fully coded in NEO GOV (only 
exceptions are temp or no preference)

 The Personnel Information Sheet.

 Hire Above Memo if they are being hired above the minimum.

 Offer Letter, Promotion Letter or Demotion Letter.

 DOP Pay Conversion Calculator (This is not needed for new hires only 
promotions or demotions).

 DOP V-1  (you must make sure you are also sending your V2 to the 
previous employers).

 What position number you are wanting to use? It must be tied to the 
posting and register you have attached. 

 Please utilize the following checklist: 



Transactions 
Checklist

When sending your packet to DASHR for a 
new hire, temp, rehire, transfer, promotion, 
demotion, temp to perm etc., this checklist 

should always be included.

Utilizing this checklist will ensure that your 
packet has every document needed for 

DAS to process and will help reduce delays 
in hiring.  



Temporary Agreement

First and foremost, please check the date on the bottom of the Temp 

Agreement Form to be sure you are using the most up to date version.  We 

are currently using the one Revised April of 2022. 

Effective April 4, 2022, it is no longer necessary to renew a Temp Agreement due 

to being allowed to work unlimited hours. Keep in mind, it is still your 

responsibility to monitor their hours. 

Any employee who regularly works at least 20 hours per week is eligible for 

insurance as well as the 457 program.  Please refer to number 11 on this Temp 

Agreement. If they do not opt out by signing the waiver, they will automatically be 

enrolled in the 457 program and have $10 deducted from each paycheck.  



Application

 Please be sure to review each application and that it is complete; confirm it is signed and all 
information is up to date. 

 The Division of Personnel no longer accepts revised applications unless they request one, it is 
important to make sure all work experience is listed accurately with a detailed description of the 
duties prior to submitting it for processing.

 Keep in mind, just because they are on the Register does not mean they automatically qualify.  
DOP uses an Auto Scoring system.

 Please make sure all PII (Personal Identifiable information) is redacted.  DOP will reject the 
document for visible Dates of Birth and Social Security numbers.  This also includes DD214’s, 
Transcripts, etc.



PERSONNEL 
INFORMATION SHEET

This form is needed to make 
sure we have the correct 
physical address as well as 
mailing address.  

Please make sure you fill it 
out in its entirety, to ensure 
we are entering the most 
current and up to date 
information in the Oasis 
system. 



Sending the packet to DAS

Once you have gathered all the information for the packet, you will scan and email it to the following email address 
for processing:

DASHR@wv.gov

Please do not email anyone individually.  
You should only be sending this to DASHR@wv.gov.  This allows DAS HR to properly track all materials received. 
You should receive a response within 2 days from the time you send the email confirming the tentative effective 

date.  If you don’t receive a message, please send another email requesting the tentative effective date. 

mailto:DASHR@wv.gov
mailto:DASHR@wv.gov


DOP CUT OFF DATES 
CALENDAR

DOP has issued a calendar which advises 
all agencies on which dates need to be 
used depending on when we are entering 
your transaction.  We are asked not to stray 
from these dates.  

ESMT = Employee Status Maintenance
PSMT = Position Status Maintenance 
PAR = Personnel Action Request Document
TESMT = Employee Status Maintenance 
when transferring



In your email to DASHR@wv.gov, please include the 
following:

In the Subject Line:

 Facility Initials   (Example DAS, SCRJ, MOCC)
 Last name of the Employee
 Transaction type (New Hire, Promotion etc.)

In the Body:

 Employee Name
 Posting Number
 Requested start date
 Position number
 What they are being hired for (Example New hire, promotion, Temporary appointment etc)

mailto:DASHR@wv.gov


How well do 
you know the 

checklist?



Let’s 
make a 

deal!



DEPTD, ADDR, AND ATTR DOCUMENTS

When you  receive your completed ESMT from the 
Transactions Team, your employee will be in the OASIS 

system.  You are now ready to enter your DEPTD, ADDR and 
ATTR.  Keep in mind, if your employee is transferring, you will 
not be able to enter this until your employees first day.  All 
other employees will need to be entered prior to their start 

date.    
Please make sure you are only using capital letters and no punctuation. 



DEPTD
(Department 

Specific Data)

 The DEPTD document will be what drives 
your employee in KRONOS.  If this is not 
entered along with the ADDR and ATTR,  
you will not see your employee in 
KRONOS.  You should be entering the 
following information on this document:



DEPTD
(General Information Tab)

On the General Information Tab, enter the following:
 From Date – This should always be the first date of the beginning of a pay period unless they are a new employee 

and then it would be their starting date.  NO OTHER EXCEPTIONS
 Department Action – This will always be SUPTI.  This stands for Supervisor change.



DEPTD
Employee Information Tab

On the Employee Information Tab, you will enter the following:

► Seniority Date – This date will be the date the employee began working for your department.
► Work Cycle – Always 7DAY BIWEEKLY
► Supervisor ID – You will only enter the Supervisor ID and never a timekeeper.



ADDR
(Employee Address)

You must make sure this is entered or you 
will not see your employee in KRONOS.  
Please make sure you are entering 
information on each of the following Tabs:
 Contact Name Information
 Home Address
 Mailing Address
 Phone
 Email



Contact Information Tab

You must enter the following information below:
• Preferred First Name
• Preferred Middle Name
• Preferred Last Name
• Preferred Name Suffix – Example Jr., III, etc.
• From Date will be the date the first day the employee begins working for your facility/agency.  If they are an 

existing employee and you are only updating their address, you can change this at any time, it will not have 
to be on a pay period 

• To Date – will always be 12/31/9999 and this is auto populated
• Private Home – will always be Yes



Home Address Tab

You must enter the following:
• Street Address (please make sure this is the physical address)
• City and State
• Zip Code
• County
• And if the mailing address is the same as the physical address, please put a check mark 

in the box 
• If the physical address and mailing address are different, leave the box unchecked and 

move on to the Mailing Address tab to enter the mailing address



Phone Tab

You must enter the following:
 Home or Cell Number – The first line should be the primary phone number.  Please note, this should never 

be the work number.
 Choose what type.
 Check the box for Primary Phone.
 If you want to add another contact number or the work number, you can add it to the lines below, but 

you should NEVER check Primary Phone for those.  



E-MAIL

You will enter the following:
 Personal email address – Please note, the Primary Email should always be .gov email address. 

 Confirm Email – you will enter the .gov email address again for confirmation.

 Place a check in the Primary E-Mail Box.

 If you have the employee’s personal email address, you can do so on the second line, but 
never check the box to make it a Primary E-Mail.



ATTR
(Employee Attributes)

The ATTR document is used to 
enter the employee Attributes 

such as Social Security 
Number, Date of Birth, 
Gender, Ethnicity etc. 



ATTR
Personal Information Tab

On the Personal Information Tab, You will need to enter the following information:
 Birth Date
 Social Security Number – Have the copy of the Social Security Card in front of you for accuracy
 Gender
 Ethnicity



EMER
(Employee Emergency Contact)

Effective Immediately you will now need to update the employee’s emergency contact 
information in OASIS.  
When you first create the document you will be in the General Information Tab

On the Header, you must verify the following:

 You will need to verify the name is correct. NOTHING should be entered on this tab.



EMERGENCY CONTACT TAB 

In this tab, you have a total of three tabs to complete.  The first one is the Contact Information.  

You will need to enter the following Information on this Tab:
 Contact Name, First Middle and Last

 Relationship

 Address

 Country 

 County



Emergency Contact Section



Employee Self Service
This is found in your MyApps account

If an employee needs to change their address, you can instruct them to utilize the Employee Self 
Service portion of OASIS

• They will need to capitalize all the letters in their address, include the county and 
complete the contact information tab which should list the employee’s name and 
phone number.

• They may also enter their emergency contact information on the employee self 
service portal.

• They will need to check their work list afterward for rejected documents that may 
need corrections.



Review…..

1.John Doe works for SCRJ and is transferring to MOCC, will 
you need a copy of the Driver’s License and Social 
Security Card?

No, you will not need a copy of the social security card and 
driver’s license as they are already on file, and they are still 
an employee within the agency.  The only time this is 
needed is if they were coming from an outside agency. 



2. If you have received a completed TESMT for an employee 
who is transferring from a different agency, can you go ahead 
and process the DEPTD, ADDR and ATTR?

No, if the employee is transferring in from another state agency, you 
must  wait until their actual effective date before the OASIS system 
will allow you to enter the information.   

Any other new employee can be entered as soon as you receive the 
completed ESMT email letting you know their effective date. 



3. If you are wanting to rehire an employee at the 
salary they were making before they left, what steps 
will you need to take?

You are going to need to request a Hire Above Memo for this 
employee.  This will need to be sent to your Central Office for 
approval.  Once approved, they will send it to the Cabinet 
Secretary’s office for approval.  Once you have this approval, you 
can move forward with hiring the employee at the salary specified.  
Just be sure to mark this on your checklist.  



4. When you select your applicant, do you need to 
code the entire Register or only down to who you 
choose?

You need to code the entire Register for every employee.  A 
reason code must be after every name in order for DOP to 
accept.  If your applicant doesn’t need to be on the Register, 
the Register still needs coded completely and sent with the 
hiring packet. 



5. If the employee is on the Register, does this mean 
they are automatically qualified for the position?

No, you should always be reviewing the application to 
make sure the applicant is qualified.  DOP has an 

autoscore list in which applicants are placed on the 
register solely by the questions they answer.  Therefore, 

they may inadvertently be on the register but will still not 
have the qualifications needed.     



6. Can you have an offer letter signed and dated prior to 
the posting closing?

No!!  DOP will reject the document back for pre-selection 
and will result in you having to repost the positions prior to 
being able to hire. This will only slow down the process of 
getting your employee hired. 



7. Do you have to use capital letters on every 
DEPTD, ADDR and ATTR?

Yes, you must only be using capital letters when 
entering information into the OASIS system.  You must 
also not use any punctuation such as a period, dash 
or hyphen. 



8. If an employee is currently a temp and you are 
wanting to roll them to a permanent position do they 
have to work on the first day of the pay period?

No, although we do have to make the effective date 
the first date of the pay period, the employee
doesn’t have to physically work that day.  However, it is 
your responsibility to indicate on the checklist the date 
they will physically work for tenure purposes.  Failure to 
do so can and does result in future transactions for this 
employee being delayed. 



9. If a Packet is sent down on 06/07/2022 and they are 
transferring from another agency, which means we 
will have to process a PAR document, what is the 
earliest effective date we can use?

Packet must be received and processed not later than 
06/16/2022 with a tentative effective date of 07/16/2022.  

The only exception to this is if you have the employee request a 
memo from their current employer stating they are aware they 
have accepted another job and they are fine with the 
employee leaving earlier than the full month.   If they are no 
longer working at the agency, we can ask for permission to enter 
it earlier if you request it. 



10. On June 1st, you send a packet to DASHR for an 
employee who is brand new and has never worked for the 
State of WV.   What is the earliest date you could expect 
them to be able to start working?

June 18th would be the earliest effective date we could 
offer.  This is pending we receive the correct information in 
the packet no later than the morning of 06/09/2022.  This 
will allow us time to review and enter without going past 
the cut off date.



Questions?
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